WRT 104:  Writing to Inform and Explain

English 156: College Writing Techniques

Spring 2009

Project 4: Reporting Information
A Group Project
Your supervisor, Ms. Crane, returns from meetings at company headquarters and says that there was a lot of talk about identity theft and securing customer data.  She asks your team to give her a report (in ten days) on recent instances of identity theft through corporate databases and how other companies are responding to this threat.  Ms. Crane is not asking you and your team to solve the problem; she only wants to be fully informed about the issue.  

For this assignment, you will collaboratively produce a report that informs your targeted audience about a topic, issue, or problem that your group will identify.  (The scenario above is just an example of a suitable topic.) You will begin by determining the purpose of your informative report and deciding what information is relevant to your readers. Your main task is to report the current state of knowledge about a particular topic or issue.  

While some research assignments may ask for an argument, this one asks only for thorough and credible information that readers can use to draw their own conclusions or simply understand the scope of the issue.  So please keep in mind that you and your group are not expected to solve a problem or to argue one side of the issue.  Where possible, you are expected to remain unbiased and to give equal time to all sides or to represent accurately and fairly the ideas of all sources.  

Your report should be crisp and concise, with no extraneous information or unnecessary “background” or “historical” information.  Think about how your group can communicate the information most effectively:  consider using charts, graphs, or visuals if they will help your group to report the information clearly and economically.

In organizing this informational report, you need to INTEGRATE sources and SYNTHESIZE the information you get from them, not discuss them one at a time.  How do the findings of one study influence your interpretation of another?  What threads of agreement can you trace through several articles? In completing this project successfully, time management may be your biggest challenge, especially when you need to READ enough about your topic to be fully informed.  After all, how can you inform others until you know quite a lot about your topic?  You need to know what qualifies as common knowledge and what are the rogue theories or approaches.  What do the experts agree on, and where do they part ways?  What don’t scientists, psychologists, economists, etc., not yet know about this problem, and why not? RESEARCH.
Be prepared for a workshop on Tuesday, May 5 with three (3) copies of a draft that is at least four (4) full pages in length and ready for readers. The report you submit on Tuesday, May 12 should be 6-8 pages in length (see the syllabus for formatting requirements) and must follow MLA style—including properly formatted citations and a Works Cited page—and use all references appropriately to avoid plagiarism—i.e., paraphrase, summarize and quote information properly.  You must submit a complete project folder with all notes, drafts, outlines, and source materials. Make sure that all group members agree on all aspects of the document you submit.
RELEVANT CHAPTERS from The Norton Field Guide to Writing:  8, 21, 31, 36, and 47 (as well as all of the chapters on research).  
